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Watch our video at

extend.com.au to catch 

a glimpse of what our 

programs are like. 

ABOUT US

Welcome to Extend Outside School Hours Care. We are delighted to 
have your family join our community and look forward to being a part 
of your child’s growth and development.

If you are a parent, guardian or care giver, here’s some
information that will ensure a smooth start to your
child’s journey.

WELCOME
TO EXTEND

Like us on Facebook
to see happy snaps
from our programs 
nation-wide. 

Extend After Ca re

Extend’s vision is focussed on 
providing 

opportunities kidsshould have. 

Extend is Australia’s most trusted provider of high quality Before 

School Care, After School Care, and Extend Squad Holiday 

Program services. It’s all about the kids being engaged in lots of 

fun and meaningful opportunities, while they are well taken care 

of by experienced and passionate Educators. We exist to provide 

opportunities for kids, support working families, and partner with 

school communities.



FEE RELIEF
CHILD CARE SUBSIDY 

A family’s level of Child Care Subsidy is 

determined using factors: 

•  Combined Family Income

• Activity Test 

• Service Type 

For further information

visit Extend’s website at

extend.com.au

For full details 

and further 

information visit 

www.education.gov.au

/ChildCare

 

Combined Family Income 
Families combined annual income will affect the entitlements they qualify for. 
Families will be entitled to between 85% and 20% subsidy rate if their 
combined annual income is under $351,248. 

Activity Test 
In two parent families both parents, unless exempt must meet the activity test 
per fortnight. If both parents meet different levels, the parents with the 
lowest activity level will determine the hours of entitled CCS. 

Service Type
The maximum hourly rate the Government will subsidise for Outside School 
Hours Care (Before, After and Vacation Care) is capped at $10.29 per hour.



USING THE SERVICE
ENROLLING IN
THE SERVICE 

MANAGING
YOUR BOOKINGS 

Enrolling is quick and easy and will give you access to Extend’s Before 
School Care, After School Care, and Extend Squad Holiday Program 
services – simply set up your own account online via our external 
platform, LookedAfter.

You will receive confirmation of enrolment within 24 hours so that you 
can begin to manage your own bookings.

Enrolling is free! Get started today at lookedafter.com

Simply log in to LookedAfter with your unique 
login details to manage your bookings. In 
addition to making bookings and cancellations 
you can also view the existing bookings on your 
account. Book online up to 60 minutes before a 
session!
 
Fees and charges:

You will see information on fees relating to your 
service within your LookedAfter account or at 
extend.com.au. Take advantage of early-bird 
rates by booking in advance!NEW TO 

EXTEND?
Check out our FAQ page at 

extend.com.au for stacks 

more information about 

enrolment, bookings, 

payment, sta�ng, and 

programming. *To see a ful list of fees and charges, see Extend’s Terms and Conditions at extend.com.au



USING THE SERVICE

Children attending Before School Care must be signed in by 
an authorised person and will be signed out by an Extend 
Educator. Children attending After School Care will be signed 
in by an Extend Educator and must be signed out by an 
authorised person. Children attending a Holiday Program or 
Pupil Free Day program must be signed in and signed out of 
the program by an authorised person. Please ensure you 
have added all authorised persons on your account via the 
Looked After. Extend Educators will only release a child to an 
authorised person.

ARRIVAL & DEPARTURE
OF CHILDREN 

Where a custody order is in place for your child, 
a copy of the court order must be provided 
when enrolling online. The court order will be 
attached to the child’s records and treated in 
confidence. Parents are required to notify staff 
if there are any changes to these documents.

CUSTODY
ORDERS 

Extend services operate in accordance with 
the Education and Care Services National 
Regulations.  We continually strive to 
improve the quality of our programs in line 
with the National Quality Framework.  All 
Extend staff regularly review and reflect on 
their practice to ensure that it is relevant, 
meaningful and achieving the aims of 
quality service provision.

LEGISLATED
REQUIREMENTS 

Extend acknowledges and respects the 
confidentiality and privacy of families and will 
act in a manner which safeguards this.  All 
family information is kept secure and accessed 
only by or disclosed to people who have a 
legitimate need or legal right.

CONFIDENTIALITY
AND PRIVACY

To access our complete Policy and 
Procedures Manual, please contact the 

Service Coordinator.

POLICY AND
PROCEDURES

At Extend we continually strive to improve our services 
and meet the needs of our school communities. There 
are a number of ways parents can provide feedback, 
including verbal discussion, completing surveys, 
emailing staff and through the service suggestion box. 
Each service also has a family communication book 
that parents are welcome to record feedback in.

WE’D LOVE YOUR
SUGGESTIONS
& FEEDBACK



OUR PROGRAM 
NEW FAMILY

ORIENTATION 
Structured activities: 
Our Educators work hard in their program planning to include an extensive 
variety of activities which may include construction, dance and movement, 
sports and team games, music, drama, art and craft, dress up and role play, 
science experiments, cooking activities, and much more.  All children in the 
program are encouraged to get involved in the planning process.  Extend 
Educators plan a dynamic and engaging program which provides opportunities 
for children to participate in meaningful and fun activities. 

Choice: In addition to the daily structured activities that are on offer, children 
are also able to access resources and equipment to create their own play 
opportunities throughout the day.

Quiet areas and homework club: Quiet 
areas are arranged for children who wish to 
have some down time after a busy day at 
school.  In addition, an area for children to 
complete their homework is provided upon 
request.
The program plan is prepared in advance 
and displayed at the service for children and 
families to view. To keep up to date with 
what’s happening at your service, be sure to 
keep an eye out in the school newsletters 
for updates from our Educators.

PROGRAM OF
ACTIVITIES 

Our staff love meeting new families and 
welcoming new children into the program.

Similar to starting a new school, we encourage 
you to visit the service to meet the team prior to 
your child attending.  Our Educators will 
welcome a meeting with you as they are keen to 
learn as much as possible about your child’s 
individual needs and interests. A family tour of 
the service can be arranged in advance or when 
your child first attends.

All new children are welcomed to the group and 
introduced by staff.  New children are given a 
buddy to help them in their first session at the 
program.  Children will be shown where to put 
their bags, where to find equipment and 
resources and who to approach if they have any 
questions.  
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“My child LOVES Before and 
After School Care and has a 

very secure relationship with 
the Team Leader and other 
Educators – this leaves me 

free to concentrate on work 
rather than worrying if my 

child is ok – priceless!”

- Caroline Mcenroe



OUR PROGRAM 

Extend offers a range of food at Before School Care, 
After School Care, and Holiday Programs. We 
encourage healthy eating by providing nutritional food 
which can include toast or sandwiches, cereals, a 
variety of fresh fruit, crackers, dips, soups, pasta, 
popcorn, muffins, milk and water. Families of children 
with specific dietary needs are asked to speak with 
the Service Coordinator to ensure that an appropriate 
menu can be provided that is inclusive of all children.

HEALTHY
FOOD MENU 

STAFF QUALIFICATIONS
AND TRAINING

Extend’s services provide a warm, safe, happy and secure environment 
where all children are respected.  Extend supports the school’s code of 
conduct procedures and Educators use positive guidance techniques that 
are developmentally appropriate for each child. When behaviour 
management is positive it does not damage self-esteem, but allows the child 
to feel capable, competent and included.  Extend’s Educators are always 
keen to ‘catch up’ with parents and provide them with an update of their child 
and the activities they participated in. Similarly, parents will be advised of 
any inappropriate behaviour in the program. 

The Operations Manager has the right to review a child’s placement at a 
service if any child deliberately physically harms themselves or others, or 
bullies other children.

POSITIVE
BEHAVIOUR
GUIDANCE

Just like teachers in a school, our 
Educators are an integral part of the 

success of an Outside School Hours Care 
program. All Extend’s Educators have 
been through an internal professional 

screening and recruitment process which 
includes rigorous checks in line with the 

National Regulations.  Each service is led 
by a staff member who is qualified, holds 
anaphylaxis training, a current First Aid 
certificate, and is up-to-date with CPR 

training and asthma management.  
Extend provides exceptional support to 
staff through professional development 

opportunities, one to one mentoring, staff 
bulletins, and various e-Mags and 
resources.  Each service is also 

supported by an Operations Manager, 
who visits the service on a regular basis.



OTHER INFORMATION 
If a child is suspected to have an infectious disease, 
parents should seek medical advice before bringing 
the child into the program.  Staff will contact parents 
to collect their child if they suspect the child is ill.  
Please see our staff on site for a list.  

COMMUNICABLE
DISEASES 

MEDICATION 

Catering for children’s specific needs is a priority at Extend.  We 
recognise there are a range of medical and/or health conditions 
that children may have including asthma, diabetes and severe 
allergies.  In these cases medical management plans must be 
provided by families to the service prior to the child commencing 
Outside School Hours Care.  In some cases medical 
management plans must be signed by a doctor.  All medical 
management plans must contain a recent colour photo of the 
child.  
Parents are required to discuss their child’s individual needs with 
the Service Coordinator to ensure the most effective care is 
provided.  

Children are required to wear hats for outdoor play for 
the periods recommended by the Cancer Council for 
that State.  Extend supplies sunscreen for children to 
use, however parents are able to supply their own 
sunscreen should they choose to.  The application of 
sunscreen is the responsibility of the child.  

SUN PROTECTION 

Parents are encouraged to contact the 
Service Coordinator in the first instance if 

they have any concerns or complaints 
regarding the service.  If the concern or 

complaint cannot be resolved by the Service 
Coordinator, please contact a member of 
our Customer Service Team.  We treat 

concerns raised very seriously and 
endeavour to resolve all matters in a prompt 

and professional manner. 

GRIEVANCE
PROCEDURES 

If medication is required to be administered to a 
child, a Medication Authority Form needs to be 
completed by the parent/guardian.  All medication 
required to be administered must be provided in the 
original container, labelled with the child’s name and 
the dosage required.  We ask parents to discuss 
their child’s medication requirements with the 
Service Coordinator at the service.  

Children who are required to carry devices with them 
as part of any diagnosed medical condition are 
required to ensure that the devices are available at 
the Outside School Hours Care program in the event 
of an emergency.  For instance, a child diagnosed at 
risk of anaphylaxis will be required to have with them 
an auto injection device.

MEDICAL
MANAGEMENT
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